
FundingMT.org (WebGrants) FFY16-17 EMPG claim reimbursement guide 

Sign into FundingMT.org 

To access your account, visit www.fundingmt.org.  Some components of the system do not work well with 

the Google Chrome browser, it is advised that you use Mozilla Firefox or Internet Explorer. 

Input your user ID and Password, then click ‘login’.   

If you have forgotten your user name you can contact your Grant Program Manager at MT DES.  If you forget 

your password, use the ‘forgot password’ link, MT DES staff cannot retrieve your password for you.  

All users must have their own user name and password.  Multiple users can be assigned to your grant, con-

tact your Grant Program Manager at MT DES if you need assistance with registering users. 



Once signed in to FundingMT.org, the main menu will appear: 

Click on ‘My Grants’ 

A screen similar to the one below will appear: 

Under the ‘title’ heading you may see one or multiple grants, depending on your jurisdiction.  Click on the 

name of the grant that you’re working on.  For this example we’ll be using the ‘Honzel Test EMPG’ grant. 



You should now see a screen similar to the one below: 

To begin your claim, click the ‘Claims’ button. 

You should now see a screen similar to the one below: 

 

If this is your first claim for this grant, you won’t see anything listed under ‘ID’.  To begin a new claim, click 

the ‘add’ button. 



You should now see a screen similar to the one below: 

For the field ‘Claim Type’, ensure that ‘Reimbursement’ is selected. 

For the field ‘Report Period, enter the dates of the quarter that you are reporting for. 

For the field ‘Claim Status’, ensure that ‘Editing’ is selected. 

The fields ‘Due Date’ and ‘Final Request’ are not required and can be ignored. 

Click ‘Save’ when finished. 

You’ve now created a claim and are ready to edit the information in it.  You should see a screen similar to the 

one below.  This test screen shows multiple claims but if this is your first claim you may only see one. 

 

Click on whichever claim you just created to begin.  For this example we’ll click on the last claim entered as it 

has not yet been submitted. 



Once you’ve clicked into your claim you should see a screen similar to the one below: 

 

Click ‘edit’ to continue. 

You should now see a screen that looks similar to the one below: 

You should already have a checkmark next to the ‘General Information’ component, click on the 

‘Reimbursement2’ component to continue. 



You should now see a screen that looks similar to the one below: 

This screen is where you enter your expenditures, this screen is populating from the budget that you entered 

on your original grant application. The sample budget below will look different from your actual budget.  

Enter the dollar value of any soft match you had during this quarter.  If you had no soft match leave this field 

blank. 

For each line item, enter your actual expenses incurred.  Don’t worry about doing the math for your match, 

the system will automatically calculate the proper amounts.  For this example we’ll use simple numbers of 

$100 in expenses for each line.  Note that the system will allow you to enter a higher amount per budget line, 

up to 10% of the original budget.  However, the system will not allow you to submit a total that exceeds your 

total budget.  

When you’ve entered in your expenses, click ‘save’.   



You should now see a screen that looks similar to the one below: 

Note that if you have excess soft match dollars it will carry over to subsequent claims until it’s exhausted. 

Here you’ll see any prior expenses paid from a previous claim, if this is your first claim you won’t see any fig-

ures in this column.   

This is where the expenses you just entered will show. Note that the system automatically calculates the 50% 

split.  

When you’ve finished reviewing this form click ‘Mark as Complete’ to continue. 



You should now be returned to the ‘components’ screen, which will look similar to the screen below.   

You’re now ready to move on to the next component, click on ‘Expenditure Documentation’. 

You should now see a screen that looks similar to the one below.   

Click ‘add’ to continue. 

You should now see a screen that looks similar to the one below.   

Click ‘browse’ to find your general ledgers on your computer. 



Once you’ve selected the file on your computer, you should see a screen similar to the one below.  

Note that the file you just selected shows in the ‘upload file’ section.   

Be sure to enter a description of the file as it is a required field. 

Click ‘save’ to continue. 

 

You should now see a screen that looks similar to the one below.   

If you need to add additional general ledgers, click the ‘add button again. 

If you’re finished uploading your ledgers, click ‘mark as complete’. 



You should now be taken back to the ‘component’s screen, which should look similar to the screen below. 

You’re ready to move on to the next component, click on ‘soft match tracking’ to continue.  Even if you don’t 

use soft match, you’ll still need to enter into this component in order for your claim to be complete. 

You should now see a screen that looks similar to the screen below: 

If you have soft match information to enter, click ‘add’.   

If you don’t have any soft match information to enter, click ‘mark as complete’ to continue. 



If you clicked ‘add’ on the previous page, you’ll now see a screen that looks similar to the screen below. 

If you did not have any soft match information to enter and clicked ‘mark as complete’ on the previous page, 

skip this section and move to the next step. 

Enter any applicable information into the fields on this screen for your soft match and click ‘save’ to continue. 

If you have more than one meeting during this claim cycle that you’re using soft match for, you’ll need to re-

peat this step for each meeting.   



Once you’ve clicked ‘mark as complete’ on the previous screen, you’ll return to the ‘components’ screen, 

which should look similar to the screen below: 

You’re ready to move on to the next component, click on ‘equipment and accountable supplies’ to continue. 

Note that even if you don’t have any equipment or accountable supplies to report, you still need to enter into 

 

If you have additional meetings you need to claim soft match for, click the ‘add’ button to repeat the          

previous step. 

If you have no additional meetings to enter, click ‘mark as complete’. 



You should now see a screen that looks similar to the screen below.   

If you don’t have any equipment or accountable supplies that you purchased for this claim period, simply 

click ‘mark as complete’ to continue. 

If you have equipment or accountable supplies that you purchased during this claim period, click on ‘add’ to 

continue.  

If you clicked ‘add’ on the previous page, you’ll now see a screen that looks similar to the screen below. 

If you did not have any equipment or accountable supplies during this claim period and you clicked ‘mark as 

complete’ on the previous page, skip this section and move to the next step. 

Enter any applicable information into the fields on this screen for your purchases and click ‘save’ to continue. 



You should now be returned to the components screen which should look similar to the screen below. 

You’re ready to move on to the next component, click on ‘certification-applicant agent’ to continue. 

You should now see a screen that looks similar to the screen below.  

Enter the information asked for into the required fields and click ‘save’ to continue. 

Take note of the section at the bottom asking for time certification, you’ll upload that on the next screen.                 

If you need to add additional equipment, click ‘add’ again to repeat the previous step. 

Click ‘mark as complete’ to continue to the next section. 



After you’ve clicked save on the previous screen, you should now see a screen that looks similar to the  

screen below: 

Click the ‘add’ button to upload your time certification form. 

You should now see a pop up window that looks similar to the screen below: 

Click ‘browse’ to find your time certification file on your computer. 

Once you’ve selected your time certification file on your computer, it’ll show in the screen below.  Click 

‘attach file’ to continue. 



You should now see a screen that looks similar to the screen below: 

Note that the time certification that you just entered is showing at the bottom of the page.  

Click ‘Mark as Complete’ to continue. 

You should now be taken back to the ‘components’ screen, which should look similar to the screen below.  

You’re now ready to complete the next component, click on ‘other supporting documentation’.   

This section is for you to upload any additional files you wish MT DES Grants Bureau to have.  If you don’t 

have any additional files, you still need to enter this section in order for your claim to be complete. 

 



You should now see a screen that looks similar to the screen below.  

If you have any documents that you’d like to upload, click the ‘add’ button.  

If you don’t have any documents to add, click ‘mark as complete’ to continue.  

If you clicked ‘add’ on the previous page, you’ll now see a screen that looks similar to the screen below. 

If you did not have any additional documents to upload and you clicked ‘mark as complete’ on the previous 

page, skip this section and move to the next step. 

Click ‘browse’ to search for the applicable files on your computer. 



Once you’ve selected the files you want to upload on your computer be sure to enter a description of the file 

and click ‘save’ to continue. 

Once you’ve clicked ‘save’ on the previous screen, you should now see a screen that looks similar to the 

screen below. 

If you have additional documents to upload you can click ‘add’ again and upload additional documents. 

Once you’ve uploaded all the documents you need, click ‘mark as complete’ to continue. 



You should now be taken back to the ‘components’ screen, which should look similar to the screen below. 

Note that you should now have a checkmark next to each component.  If you don’t see a checkmark click 

back into that component and ensure that you’ve completed the information asked for. 

Once you have all checkmarks, click ‘submit’ to continue. 

Once you click ‘submit’, you should see a pop up window similar to the screen below.  If you are ready to 

submit your claim, click ‘ok’. 



You should see a screen similar to the screen below if your claim was submitted successfully.  

You’re now finished submitting your claim! 

The MT DES Grants Bureau staff will now review your claim and will contact you if they need any                 

further information. 


